
 
 

External Online Renewal Guide 
for 

Residential Licensing  
 



Visit our website at www.azdhs.gov 

• Select “Divisions” 

• Then “Residential Facilities Licensing” 

http://www.azdhs.gov/


• Select “Online Renewal Service” 

 



• Select “Register” 

 



• Create a user name and password  

• Write this down & keep it in a safe place, as it will be required each time you log in 

• In the “I am registering as” box: Select, “Residential Facilities Provider” 

• Use the “Name of owner” box & select the owner name from the drop down list, then in “FAC ID” select, 

the license number or All Facilities. If you have more then 1 facility we encourage you to “register all” 

• Upon completing, select “Register” 

 



• You will get a notification email informing you that you have been approved within 48 

hours.  

• Upon approval, you can start the online renewal process. 

• Click the link and it will redirect you to the log in page 

 

 



• Select “Log in” at the top right corner 

• Insert the approved user name password 

• Select “Log in” below the password box 

 



• Read the terms as they are important! 

• Select “Submit Online Renewal” 

 



• Enter the “Health Care Institution Information” 

 



• If you select “yes” 

 

• Use the “choose file” box to 

attach the accreditation 

report 

Continue entering the “Health Care Institution Information” 

 



• Enter the “Owner Information” 



• Continue entering the “Owner Information” 



• Continuance of “Owner Information” 



• Starting Page 3 

• Enter Information as 
appropriate:  

 



• Starting Page 4 

• Enter Information as 
appropriate: 

 

Resume upload available  



• Page 4 
Continued 

 

 

• If you select “yes” 

• Use the “choose file” box to 

upload the lease agreement 



• Fee break down sheet, please review it before proceeding to the next 
page.  

 

 

 



• Checkout process:  

• Enter your credit card information, then select “continue”.   



• Review the order 

carefully the Select 

“Authorize” to continue 

with the renewal. 

•  

Notice the “order info” 

box has a summary of 

charges. 



• Once you authorize the 

payment, the portal will 

allow you to print a 

receipt.  

 

• Select “continue” 

 



• Print preview view. Please print this and save it for your records.  



• Fee status will be sent by email, check your email soon after, as these emails 

generate quickly.  

 



• This official receipt will 

be emailed to your email 

address. 

 

• Congratulations!! You 

submitted your online 

renewal successfully. 

 


